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Job Aid: Approve or Deny Employee Training Requests

Purpose

The purpose of this job aid is to guide you through the step-by-step process for
approving or denying employee training requests. When one of your subordinates
requests training that requires approval or denial, a link will appear on your home page
in the upper right-hand corner that says You have pending approval requests. As a
supervisor, you are in the best position to determine what training your employees need
or don’'t need.

In this job aid, you will learn how to:

e Approve or Deny Employee Training Requests
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Task A. Approve or Deny Employee Training Requests

1.

2.

Select the Home tab from the VA TMS home page.

Select the You have pending approval requests link. Note: You can also
select My Employees from the VA TMS home page and then select the
Approvals supervisor link to initiate this process.
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Select the Training tab.
Select the checkbox for Enter Reasons for Approvals or Denials.

If you want to approve or deny requests for your direct reports and their
subordinates, you can select All. If you want to approve or deny requests for just
your direct reports, you can select Direct Reports Only.

If you have multiple training requests to approve or deny, you can select
Approve All or Deny All.

Select the blue diamond next to the employee’s name to view information about
the requested training.

Select the Approve, Deny, or Skip radio button.

Select Next.

Pending Reviews and Approvals
Back

This wiew shows you all of the review and approval actions you have been asked to perform. It is divided into two primary sections: reviews and approvals for performance

management Activities, such as competency sssessments (only f svailable); and app ing requests. Tou may switch betwesn sections by dicking on the appropriate
section header. Within each section you will find a st of specific reviews or approsals| asked to perform, categonized by action type
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10.Enter the reasons for approval or denial.

11.Select Next.

Pending Reviews and Approvals
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12.Select Confirm.
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13.You have successfully completed the process for approving and denying

employee training requests. The employee will receive a system-generated
notification that the item was approved or denied.
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